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UniOersat Truths of College Computing. 



✓ No matter what technology you buy today, there's sure to be something faster, lighter, or 
'cooler’. . . tomorrow. 

✓ No matter which way you go — laptop or desktop— there will be times when you wish you 
had the other. Enjoy the advantage of whatever your choose. 

✓ You can buy the best computer in the world, but if you don’t explore how to use it, it 
might as well be a television sitting on your desk. 

✓ If you download all those freebies from the Internet, don’t ask why you’re having troubles 
with your computer. 

✓ Think “garbage in. garbage out, virus in. computer out’’ when you’re downloading all 
those MP3 and other files you don’t really need. 

✓ Grammar checkers aren’t always grammatically correct. Stay awake while you’re running 
a spell check as well. 

✓ When searching the Internet, the fewer the hits the better — Unless it’s zero. 

Good online researchers use their computers, not paper. 

✓ If you don’t back up, disaster is imminent — probably at 1 a.m. the day a paper is due. 

✓ If you wait until the last minute to do your assignment, your computer system may 
become as frustrated as you are. 

✓ Headphones have salvaged or saved many a roommate relationship. 

✓ Watch out for your ‘friendly’ neighborhood computer whiz down the hall who’s dying to 
fix. upgrade, or add everything possible to your system. Once you give your computer 
over, you may never be able to find anything or even use your computer again. 

✓ Unplug your keyboard and hide your passwords if you’re even thinking of letting the party 
into your room. 

✓ When you yawn, stretch, get up for a drink or use the bathroom, answer the phone, hear a 
loud noise outside your room, or greet your roommate when he or she comes in — these are 
all moments when you should SAVE your work on the computer. Doing so may one day 
save your grade. 

✓ Word Processing Pros know that ( 1 ) Attractive papers attract higher grades. (2) Less is 
often more-that goes for fonts, color, and formatting. (3) Using fonts with names like 
Cowgirl or Comic or even French Script is a no-no. (4) You’ve only begun editing when 
you run your spelling checker. (5) Guess what? Lengthening papers by adjusting margins 
is an old trick going back to the dark days of typewriters. It still doesn’t increase content. 
(6) Not having an extra printer cartridge on hand . . . well, you can guess what that means. 

✓ Getting technology help is easy— if you know where to look. Somebody has the answer to 
your question. 

✓ No need to worry. No one is ever completely up-to-date in the computer world. 
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Hou/ Technotoq^ Can Help \/ou Get Better Gravies 



■ If you thought your high school teachers were fussy about how a paper should look, “you 
ain’t seen nothing yet.’’ Every college has at least one professor who’s a notorious stickler 
for some kind of details. Our best advice— always read the instructions BEFORE beginning 
any part of a paper. WHILE working on it, and AFTER you print out or prepare to send the 
final draft. Sometimes, at the last minute, you’ll find something you hadn’t noticed before 
that may make a huge dilference in your grade. It may be content that needs to be included, a 
more acceptable font and font size, information for the bibliography, how the professor 
wants you to submit the work, or so on. Making last minute changes should be easy, thanks 
to your computer. 

B Follow the instructions given in the style guide (APA. MLA, etc.) required by your professor. 

B Use black ink, a standard-sized font (usually size 1 2), and standard margins (about 0.9 
inches at the top and bottom and 1.25 inches on the left and right) 

B Use fonts that are considered standard in printing, such as Times. Arial, Times New Roman, 
or Palatino. Avoid script-type and whimsical fonts. Don't vary the fonts except as we suggest 
in the next paragraph. 

B Unless instructed otherwise by your professors, use a sans serif font for titles and 

subheadings (a sans serif font is one that doesn’t have little lines finishing all the letters, 
such as in the font Arial or Helvetica). Use a serif font for the main text. (Serif fonts, 
such as Times, Garamond, or Palatino, have little lines finishing off the letters.) Why 
follow this advice? Sans serif fonts can be read easily at a distance but are more 
difficult to read up close, forcing the reader (your professor) to work harder when 
reading your words. Serif fonts (which are used for the main text in almost all written 
forms and publications) are easier to read up close but are more difficult to discern from 
a distance. 

B Don’t use underline for anything; it interferes with the readability of the text and is a 
throwback from the days of typewriters. Instead, use bold, italic, shading, color, and 
boxes, to add emphasis. Of course, if your professor loves underlining, then by all means, 
underline. 

B If appropriate, add a few illustrations. Most people are visual leamers-including 
professors. 

B College professors don’t like papers printed in red or green or . . . In a pinch, select a 
brown, burgundy or navy color and see if you can squeak by with your own version of 
‘olf-black.’ 

B An attractive paper has a better chance of getting a good grade than one that’s obvi- 
ously thrown together. 

B Take advantage of the opportunity to email your paper to your professor — It may give 
you that little extra breathing room you need to get it in on time. 
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Deciding what technology to bring to college is not that different from 
choosing what clothes to take. Should you just bring the clothes you already 
own? How trendy do you need to be? Should you try out some new styles 
before leaving home, or just wait and see what everyone else has after you 
arrive on campus? 

Making decisions about what technology to take to college involves answer- 
ing similar questions. To some extent, you need to follow technology trends. 
But because technology is expensive, you’ll want to make informed choices 
that you can live with for a while. Some of your technology choices may 
need to be identical with those of everyone else has on campus. More likely, 
however, you’ll be making many personal decisions about what technology is 
best suited for you and your needs. 

Those individual decisions are what this booklet is all about. We took a 
survey of current college students and asked them about their technology 
experiences on campus. We talked to computer support people and professors 
on campuses to find out what they thought incoming freshmen should know, 
and we canvassed some parents about their students’ college technology 
experiences as well. You’ll find some of their responses throughout this book. 
Finally, we also looked at a wide range of college web sites to see what 
advice they had to offer. 

The result is a Q. and A. on everything from how to find out what technology 
you’ll need for college to ideas for handling technology emergencies when 
you’re there. One comforting thing we discovered is that colleges are very 
aware of their need to provide technology support for students. Even so, it 
never hurts to know the right questions to ask when you need that kind of 
support. Take a look at what we’ve discovered. A year from now, we’d love 
to hear your ideas on what you think incoming freshmen should know about 
taking technology to college. 



Hou^ Do / Faut Out U/hat Technoto^ 

/ Should Take to College? 

Obviously, the number one source for finding out about the kind of technology you’ll need for school 
is your college or university. That said, it never hurts to have a second opinion, so listen to what others 
> ou trust have to say as well. Here are some ideas for how to find the advice you need: 



Find out what your school recommends 

Look over the mailings from your school that you received in the spring and summer. Undoubt- 
edly. there will be information about what kind of technology is supported on campus. Look for 
details, such as what platforms are supported, recommended hardware specifications, and specifics 
on what you’ll need to plug into the college network. Some colleges require that every student 
have the same type of computer, while others support multiple platforms (Macintosh and Win- 
dows) and operating systems (such as Windows ’98, ME, or XP or Mac OS 9 or X). 



Q If your college has a summer orientation program, take that opportunity to ask questions about 
computing. Look around the campus while you’re there and see what kinds of computers are 
available. 



U|Go to the your school’s web site and look for links related to computing and freshmen. These 
often appear under such headings as Student Computing or Computing at (the name of your 
college). If you don’t find such a link at once, keep trying. You may have to do a search on the site 
using a keyword such as “computing.” 



Be sure to check out the college book store or college computer store. Sometimes, these places are 
the center of computing on campus. See if they offer any special deals, but be careful to compari- 
son shop to make sure that what they’re offering is really a bargain. 



Do you have a special need or question? Try contacting the Technology Support Center on 
vtunpus. X iicre <xic uSuaily people there who specialize in providing personal computing support 
on campus. Other common names for such a support center might be: Personal Computer Support 
Center, Academic Computing Office, or Information Technology Office. 



QTalk with a faculty member in a department in which you’re interested. Different departments at a 
college may have specific computer requirements. At Villanova, for example, business majors are 
required to purchase the school-recommended computers, while non-business majors have no such 
requirement. Many academic departments or course requirements recommend specific software as 
well. Make sure that the recommended software will work on your computer system or the one 
you're thinking of getting. Be aware that some faculty may have designed their own software. If 
so, don’t panic. If it doesn’t work on your system, you can use it on machines in the campus 
computer labs. 
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Check with students who attend that college or university 

Q Find out what types of technology other students have bought or are using on campus. Be sure to 
ask what they might have done differently in purchasing technology now that they’ve been on 
campus tor a while. What do they like about their particular computer systems and software? 

H Where do they get suppon on campus when they have a personal computing question or problem? 



“Unless you have specific rec^uirements. you 
don’t need the absolutely highest level of 
current technology. On the other hand, 
saving a few dollars by buying low on the 
technology curve is a false economy.” 



UniOersat Truths 



No matter how good a ma- 
chine you buy, something 
better will be available within 
a very short time. 



Just because something better 
will soon be available, don ’t let 
that keep you from making a 
technology purchase now. 



You can buy the best computer 
in the world, but if you don V 
explore how to use it, it might 
as well be a television sitting 
on your desk. 




“Remember that the 
most expensive 
computer may not 
be the best.” 
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Other Considerations 



Consider the academic discipline that you'll be entering. Some disciplines — advertising, televi- 
sion. public relations, education, and graphic design — are often dominated by Macintosh users. 
These types of work, especially those involving lots of graphics, require more than average 
computing power. Although processor speed is important, “throughput” is a major consideration. 
"Throughput” means a faster hard drive, such as a SCSI drive or a RAID array, a video card, and 
more Firewire ports. 



Finance, Statistics. Mathematics, and Business majors are number crunchers who often use IBM 
PCs. also called “Wintel” machines (from Windows and Intel). Although they have some graphical 
elements, processor speed is a key element. 



Architecture, engineering, and design/development students use major computing workstations. 
You may not want to purchase (or be able to afford) a computer that can meet the required 
standards. In that case, find out what computers are supplied by the school and then buy something 
less expensive for day-to-day work needs. 



Some colleges and universities rent computers with all the hardware and software you need. Find 
out if your school does this, and see if it’s a better deal for you 



Some schools supply freshmen with identical computer systems that are paid for through tuition. 
Make no assumptions that this is the case, however. Check into what your school offers before you 
do anything about technology. 
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Is mif machine up to date enough? 

What are some recommended specs} 

Once again, the first place you should look for the specifications on a new computer or deciding if the 
equipment you already have is sufficient is the literature sent from your college or its web site. 
Somewhere in the printed material or online, there should be a list of minimum recommended configu- 
rations for personal computing systems. If you're planning to buy new equipment, here are lists of 
specs to serve as a second opinion on both low-end and high-end Macintosh and Windows laptops and 
desktop computers. 



Windows 

Recommended Minimum 



Intel Pentium 4 Processor or AMD Athlon XP 1 
Windows XP Professional 
At least 256 MB of RAM 
At least 40GB Hard Drive: 60GB is better 
CD-ROM drive. CD-RW. or DVD-ROM 
Integrated 10/100 Ethernet Card 

If your Windows computer does not come with 
we recommend a 3Com or Intel card. 



0 500 MHz Processor or higher 

Windows 98 
128 MB of RAM 

At least 500 MB free hard disk space 
CD-ROM drive 
10/100 Ethernet Card 

Integrated Ethernet card. 



Macintosh 

Recommended 

G4 Processor 

Mac OS 9.x or Mac OS X 

At least 256 MB of RAM 

At least 30 GB hard drive 

With DVD/CD-R 

Built-In 10/100 Ethernet Card 



Minimum 

G3 Processor 
Mac OS 8.6 
128 MB of RAM 

At least 500 MB free hard disk space 

CD-ROM drive 

Built-In 10/100 Ethernet Card 



All Macintosh computers with a G3 processor or better have a built-in Ethernet card. 




Don’t forget to bring a 
surge protector for all 
those computer cords! 



UniVersat Truth \/ 

N 

Get over it. No 
matter what technol- 
ogy you buy today, 
there^s sure to be 
something faster, 
lighter, or “cooler** 
tomorrow. 
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More Details 



Processor (CPU) — There s a lot of talk about lightning fast processor speeds these days, but as long 
as you buy a new and up-to-date computer from a known vendor or manufacturer, you’ll get adequate" 
speed. Buying one or two steps down from the "top-of-the-line” should still give you a very fast and 
adequate machine. If you're thinking about upgrading the processor in your old system, you should 
know that it s generally not cost-effective to do so. If you re worried about speed, vou should consider 
buying a new machine. 

Memory (RAM)— Memory is probably the most important factor to consider when buying a new 
machine or upgrading an older one. Memory and performance go hand in hand. The more memor\' vou 
have, the faster your software will run. the more applications you can run at the same time, the easier it 
will be to switch between applications, and the better your machine will handle multimedia projects. 

Don t shortchange the importance of memory. It s relatively inexpensive and will sive you the most 
noticeable improvement in speed. Although 128 MB of RAM may take care of your Immediate needs, a 
system with 256 MB (or even more), is strongly recommended. 

It s even more crucial to have a generous amount of memory installed in laptop or notebook computers. 
When a system is low on memory, disk activity will increase, draining your batteries more rapidly. 

No matter what system you buy, make sure to add more memory later, particularly if you’re buying 
at the minimum level. It s best if your machine has free slots so that you can add new memory modules 
without having to discard any of the original ones. 

Hard disk space — New systems commonly come with drives that hold 20 GB or more. Most systems 
will allow you to add more disk space later, either as a second internal drive or as an external unit. 

Monitor — Don’t buy a new desktop system with a monitor smaller than 15". Larger 17” and 19” 
screens are even better and are increasingly affordable. While you may save money buying a 15” 
display, getting a larger screen size is your best bet. Flat panel (LCD, plasma) monitors are becoming 
increasingly affordable as well. 

Regardless of screen size, your system should be capable of display at a resolution of 1024 x 768 
pixels (picture elements) with at least 16-bit color (32 thousand different colors). A new system should 
come with at least 8 MB of VRAM (video memory). 

Compromising on the quality of a monitor is a bad way to save money. The only way to upgrade a 
monitor is to buy a new one. 

CD-ROM or DVD drive — A CD drive is essential these days. Remember that DVD drives can also 
read standard CD-ROMs. Some systems also have writeable CD-RW drives. Being able to bum your 
own CDs is a real plus for turning in any kind of assignment, especially ones with multimedia compo- 
nents. They’re also great for saving your work beyond your hard drive. 

Networking Before going to your new school you need to find out what you must have to connect to 
the college or university network. You’ll probably need either a modem (for dial-up access) or an Ethernet 
10/100 interface (for on-campus access or home network use). You shouldn’t buy any computer system 
that isn t compatible with Ethernet-based networking. Also find out if wireless access is installed anywhere 
on campus, whether you 11 have access to it. and what you need to have installed to use it. Wireless access 
is relatively new on most campuses, so don’t count on it unless you’ve checked with the technology sup- 
port center on campus. Don’t stress about getting hooked up to the network. Ev'erybody will be in the same 
boat on the first day when there is usually lots of technical help in the dorm. 




Additional hardware — You might also consider: 

Printer — Having your own color printer can be a great convenience (and they’re pretty cheap-less 
than $99). Many schools, however, supply printers in places like the library, student center, or com- 
puter labs. You may also be able to send copy over the campus network to be printed at a central 
location where you can pick it up. 

Zip Drive — A Zip drive or similar portable storage technology is particularly desirable if your system 
does not include a diskette drive (as is the case with current Macintosh systems). 

Speakers and a Sound Board — Most new systems include speakers and a sound board. On budget 
systems, these may be integrated with the system board, which is less desirable. If you have a set of 
speakers, you can also let your computer system double as a sound system in your dorm room. 

Stereo Headphones with a Small Jack Plug — These can be helpful in your dorm room or a 
computer lab if you like to listen to music while you work. 

Web Cam — The price on web cams has fallen dramatically, and they can be a fun way to talk to and 
see friends and family over the Internet. 

Scanner — Prices of scanners have fallen below $100. but unless you're going to work frequently with 
digital images, you probably won't need one. Even then, you’ll probably be able to find one on campus 
that you can use instead. Space to fit a scanner in your room can also be a concern. 

Pen or Pocket Drive — Manufacturers are beginning to make tiny storage devices — some barely 
larger than a pen — that simply plug into a port on your computer. These pocket-sized drives offer from 
16 MB of memory up to 100 GB or more. They’re a great way to store your work, move it from 
machine to machine, or take it home during breaks without having to drag your computer along as 
well. Of course, to usp the drive, you’ll need access to another computer. 



Analyzing Your Current System 



Do you already have a computer system to take to college? Has anyone offered you a system from 
their office? That’s great, but make sure meets the minimum recommended configurations for personal 
computing systems listed in the literature from the college or on its web site. Be sure to check which 
operating systems are supported on campus. You don’t want to get to school and discover that you 
can’t connect to the network. 





Technical specifications are 
important, but In the lon^ run it*s 
even more imperative to buy a 
decent ctuallty system that you 
know you’ll be able to ^et serviced 
by the vendor or manufacturer if 
the need arises.” 



“i find my seif copying a iot 
of stuff, and so I wish I had 
some kind of printer that 
copies as well.” 



Especially for the first year of college, it’s 
likely that your technology needs will be just 
word processing and access to the Internet Do 
you really need a new computer to do that, or 
could you wait a year?” 




Should I biuf a laptop or a desktop computer} 
What about a Pt^A or handheld} 



Laptops were the clear favorite of the college students we polled, but there were some strong dissenting 
voices as well. The choice is strictly up to you. Lots of factors can influence your decision — from how you 
study or put together a project to the size of your dorm room or the distance between home and school. One 
thing you WON'T see is lots of students busily taking notes with laptops in class. College students still 
prefer taking notes in pen and paper format; it’s harder to lose them, they tell us. And professors? Many 
prefer that students take notes the old-fashioned way. There's less distraction in class, and the profs hate 
wondering what the students are really doing behind the lids of their laptops. 



There are a number of reasons why you might choose a laptop: 

'Z Saves space in your dorm room 

'Z Allows instant mobility when your roommate is noisy, entertaining guests, needs to sleep, or when it’s 
loud in the dorm 

'd Packs up in a flash when it’s time for vacations and breaks 

'd Connects quickly into the campus network or the Internet at the library or other wired (or wireless) 
spots on campus 

'•d Shares easily and efficiently when it comes to group projects 

'd Brings PowerPoint and other kinds of multimedia presentations DIRECTLY to class 

'd Reduces eyestrain because of the minimal flicker on flat screens 

Bonus — Does the laptop have an S-VHS plug? If it does, you can plug it directly into a television 

(equipped with an S-VHS plug), rather than into a $10,000 video projector that might not be 
available when you need it (if at all). 



Go Laptop! 





all costs.'* 





“Just beware that 
you mi^ht have a 
roommate who has 
different sleep habits 
than you do, and you 
need to type 
somewhere else. Then 
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“Save yourself the 




/ money and hassle and 

1 just buy a good, durable 

\ laptop from the start.” 



\ a laptop would be 



laptop would be 



o 





o 

o 



o 
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Go Desktop! 

Some of the reasons for choosing a desktop are: 
^ More economical 
^ Less likely to be stolen 
^ More durable 

^ Less likely to have network problems 
^ Easier and cheaper to upgrade 




When you get your new 
computer, get a box or big file 
folder where you can put all 
the books, warranties, backup 
software, etc. And don’t lend 
anything out! 



“Get a newer computer. 
Make it a desktop, so 
that it won’t be stolen." 



“Laptops are overrated. 
They never leave the room.” 



“Many students at my institution have 
laptops, but they never use them for in- 
class work. In commuter schools, there’s no 
place to safely secure your laptop except in 
a car trunk, and thieves know that. Carrying 
a load of books, notes, and a laptop around 
all day in a backpack can make you feel like a 
soldier during ‘Hell Week.”* 




o 




Wait until you ^et 
there to see what 
everyone has.” 



“Take either a laptop or 
desktop, whatever you’re 
most comfortable usin^.’* 





Note: If you decide to get a laptop, think 
about getting a mouse to go with it. 
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Handhelds and PDAs 

As an adjunct to your computer system, you may want to consider a handheld device. Two things are 
happening with handhelds (also known as personal digital assistants, or PDAs). Their prices are falling 
(lesser known brands are as little as S30 at office supply stores), and their usability is rising. If you're 
looking to get organized for college, one of these popular devices from Palm, Handspring (Visor), or 
the many manufacturers who run Windows CE might be just the thing to start you off right. You can 
keep your calendar, assignments, address book, and lots more on one of these small devices. You can 
even download a novel to read or free games to play in off moments. Best of all. this information can 
sync with your computer so you can have a back-up right on your desktop. Better known brands of 
PDAs start at S99 and go up. The more memory and add-ons the device has. the higher the price. 

.A handheld or PDA can also be another alternative to a laptop if you decide to take a desktop computer 
to school. Using a fold-out keyboard (about S75) that attaches easily to your PDA, and a piece of 
software called Documents to Go (published by Dataviz), you can create and read Microsoft Word and 
E.xcel documents right on your handheld. To do this you need a handheld with at least 8 mgs of 
memory (standard on most mid-range models). You can't expect to write a whole research paper this 
way. but it's a very lightweight and portable way to take notes at the library or keep track of research 
data. As soon as you return to your dorm room, the touch of a button lets you upload or snyc the 
documents to your computer for back-up and safekeeping. 
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“If you purchase a laptop— any 
laptop — absolutely get a 
multiple year warranty. Why? 
There are no serviceable parts 
that the typical user can fix on 
an errant computer. If you need 
service, more RAM, or an extra 
battery, you almost always 
have to return your computer 
to the manufacturer. A service 
agreement or an extended 
warranty makes your ‘bad’ 
computer THEIR problem.” 



vO o 





“Backup, backup, backup 
your work If you qo the 
laptop route. One fatal 
drop to the pavement, or a 
stlcky-fin^ered thief, and 
you’re out a lot more than 
just a computer.” 




o 



o 



UniUersat Truth \/ 



No matter which way you go — laptop or 
desktop — there will be times when you wish 
you had the other. Enjoy the advantages of 
whatever you choose. 
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Should I bu^ m(f technoh^ from mji colte^ 
or imiifersh^} Should I bu^ h before umifm^ 
on campus) 

Many colleges recommend systems on their websites and offer discounts. If you buy a system from 
your college, you can have it delivered to you at home before school starts or wait until you arrive on 
campus. These offerings could be “Best Bets" or they might just come with lots of software you won't 
need and end up paying extra for. Always compare prices on identical equipment. One big advantage 
of buying from the college computer store is that your system should be preconfigured to use the 
campus network and have the campus recommended anti-virus software installed. Also check on 
service options — it could make getting help easier. 




“UNC rac^uiras a laptop. If you buy it at tha n 
school, as most do, it comas with Microsoft 
Word, Excal, FrontPaga, Accass, and Publishar.*’ 




Before v. After 



If you have no idea what you’ll need, it’s probably best to wait. However, the advice we heard overall 
was to buy before you arrive on campus. For this question, the quotes tell it all. 



Buy Before 



\ 




“If you buy your computer 
from tha collage computer 
outlet, th^'^li configure 
and service it for you— 
but you might have to 
wait for it in tha rush if 
you buy immediately upon 
arriving on campus. 



“If you wait, you may 
not have tha ac[uipmant 
and software you need 
whan classes begin.” 




If you have your ac[uipmant before, you can get familiar 
with It and make sure it all works together. Then when you 
get on campus, you’ll just need to worry about making 
sure it all connects to the campus network. You’ll also 
need to check about software you need for classes. 
Getting used to your software and system is especially 
important if you’re going to change platforms!” 



ERIC 

hiMiiifiTifnaaaa 



16 







\ 



“If you wait, you may find ^ 
ec^uipment overpriced and 
the waiting for hardware and 
software frustrating. You 
have more Important things 
to do in your first days at 
school than wait in line at 
the technology center.” 













Buy After 



“Almost every computer outlet has 
a ‘sale’ In August to get those 
users who wait. Waiting a little bit 
after school starts can get you 
some nice price breaks on units 
that the stores didn’t sell.” 




“Going to college for the first time 
is stressful. You need your brains a 
lot more than the machines. If you 
gave it some time before you 
bought a unit, you’d probably buy a 
system without the stress of 
making a choice under duress. It’d 
also give you time to coneider your 
needs as well as your discipline’s 
re(\uiremente for technology. 







O 



Mac vs. PC 

First and foremost, if you re considering going Macintosh, find out if your campus supports 
it. If it does, then feel free to go that way. You should know that if you do decide to go Mac, 
you could find yourself in the minority on campus. Interesting enough, though, a number of 
colleges we talked to said that many faculty members use Macs even though the majority of 
students use Windows-based PCs. This is particularly true of certain disciplines, so check it 
out. If you’re more comfortable with a Mac and feel you’ll be able to troubleshoot for 
yourself better on your Mac, then by all means go Macintosh. These days, software such as 
Microsoft Word, Excel, PowerPoint, and most Adobe products are all cross platform, as is 
the Internet, so you can move seamlessly between Mac and PCs. If you have to run soft- 
ware that only runs on Windows, you can always buy the software program called Virtual 
PC (published by Connectix). Just remember to: 

• make sure you can connect with whatever you need to on campus 

• check that you’ll be able to get help with any troubleshooting issues. 

Remember, you don’t need anything special to be a Mac person in a PC world. 
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Technology in Your Dorm Room 



y Leam to coexist with technology. Keep water and other liquids away 
from your keyboard. Get a water bottle with a straw or a cup with a lid 
if you find yourself knocking things over in your dorm room. 

► Having a party? Unplug your keyboard and put your technology 
away or you may find someone has “adapted” it for his or her own 
use. You may never find your files again! 

y Get some speakers for your computer — ^they cost as little as $10 and 
up. This is a great way to let your computer double as a sound system 
in a dorm room. If you have the right drive, your computer can play 
CDs, MP3s, Internet radio stations, and even DVD movies. 

^ Do you like to listen to music while you work? Get a set of head- 
phones. They’ve been known to save many roommate relationships. 

^ Most dorm rooms have been around much longer than computers, 
so you may need to be creative in setting up your workstation. 
Don’t forget to bring a power strip. Label the cords on your com- 
puter so that if you need to use the workspace for another project 
or a party you can quickly get reconnected afterward. Make sure 
the keyboard is at a comfortable height, and consider getting a 
wristpad if you’re using a laptop. 

^ Having a small lamp next to your computer can reduce glare on the 
monitor, especially late at night when you’re burning the midnight oil. 



What ahout securitff^ 



The bottom line: laptops require more vigilance on your part. In talking to students, faculty, and 
administrators, we heard the same story with the same sad ending over and over again — "I just left it 
for five minutes." Keep that in mind. Of course, it's also true that when it's time for vacation you can 
take your laptop with you. Make sure to keep the serial numbers of all your equipment in a place where 
you can easily find them in case you have to report a loss. (See the cover of this booklet for a conve- 
nient place to keep this kind of information.) If you go the laptop route, think about getting a security 
cable to tie the computer down when you have to leave your room open or to secure it in the library. 

You also need to consider the threat to your computer and software from viruses. Many campuses 
provide virus protection software and require you to use it. In fact, they'll di.sconnect you from the 
college network if they find out you DON'T have it installed! If your college doesn’t provide virus- 
protection software, consider purchasing a program like Norton Antivirus from Symantec. Be espe- 
cially careful of emails and file downloads from unfamiliar people. Upgrade your anti-virus file online 
at least once a week, preferably once a day. Nothing can spoil your day faster than getting a virus! 
There's only one rule when it comes to email. Don't open it unless you have a BIG clue who it’s from. 

A word to the wise on passwords: Don't give yours out! Don't write it on a sticky note and attach it to 
your computer monitor. Once somebody knows your password, you've given them a key to using your 
identity. Can't remember your password? Put it on a piece of paper that you keep in your wallet, or 
tape the paper underneath a drawer or in some other hidden spot. 




O 



“While most dorms 
pretty safe, not everyone 





walking around lives there. It 
only takes a minute for one 
of those people to walk away 
with your laptop. 



\ 



o 



n 
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What software Witt I need for cotteqe} 

You're probably already familiar with the basic software you'll be using in college courses. The bottom 
line — unless your college suggests otherwise, you’ll need word processor, spreadsheet, presentation, 
browser, anti-virus, and email software. We recommend: 

H Microsoft Office — Includes Word. Excel, and PowerPoint 
□ A Web Browser — Either Internet Explorer or Netscape 
n Anti-virus Software — Symantec 's Norton Antivirus is a good choice. 

n eMail Software— Such programs as Outlook. Outlook Express. Eudora. or Netscape Messenger, 
g Plug-ins for your browser 

Other Necessary Software 

Check on the college website, at the campus technology store or center, and with professors in your 
department to find out what other software you may need. Business, engineering, science, art. rnusic. 
mathematics, and other majors may, for instance, need software specific to their" course work. 

Don't Purchase Until You Know What You’ll Need 

n Verify whether the software is available at an academic price. Check to see if your college has educa- 
tionally-priced software, student versions of software, or site licenses for students. If special pricing is 
available, it can save you hundreds of dollars. 

Q Check prices at software outlets; you may find some very good deals. 

You Should Know That . . . 

Q Your college website may offer support for loading and using software. Many colleges provide 
online guidelines; some have teams of tech-savvy students who will come to your aid. 

gj Some of the software you'll use in college may only be available through campus labs. You won't 
be able to put it on your computer, but you won’t have to pay for it either. However, you'll have to 
go to a campus lab to do your work. 

n The software you need may be part of a college package that is included in your tuition or is otherwise 
available at a low cost. It won't be free, but it’s usually a bargain. 

g| If you like to add creative touches to your presentations and projects, you may want to consider 
adding photo editing and/or paint software to your computer. Photoshop Elements (published by 
Adobe) is a good universal program to consider. (See the Adobe site at www.adobe.com for a free 
30 day downloadable demo.) 

Q When in doubt concerning whom to contact about what you need, check with the college Admis- 
sions Office. While admissions officers may not know the answers to your questions, they’ll be 
able to lead you to the best sources of information. 

Q Your web browser may not be as up-to-date as you think. Go to the Netscape site 

(www.netscape.com) or the Internet Explorer site (www.microsoft.com/windows/ie/) to find out 
if you need to download a more current browser. The newest browsers will usually have the latest 
plug-ins ready for you to use. 



O 
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n You may already have the plug-ins you need. But how can you tell? Go to the McMaster Test 
Page (www.mcmaster.ca/cis/projects/spg2000/plugins.htm). Then click on each plug-in to see if 
the sample file works on your computer. If it does, you have the plug-in. If the test doesn't work 
properly, click on the link to install what you need. Remember to be sure to download the plug-in 
versions compatible with your operating system. 

Q Some programs take up a great deal of computer memory and hard drive space. Check with your 
campus technology store or center to make sure your computer can handle the software vou need 
and the projects you expect to do. 




“When it comes to computers a<nd 
software, the steals colleges can offer 
stu^ients are often untouchable.” 




UniOersat Truth ^ 

^ 

No one is ever completely up-to- 

date in the computer world. 
) 




Software Outlets* 

Where you may find a good price — 



Software Outlet 

www.softwareoutIet.com 

Shop Microsoft 
http://shop.microsoft-coin/ 

Warehouse 

www.warehouse.coin/ 

Chum bo 

www.chumbo.com/ 

Computer and Software Outlet 
www.compoutlet.com/mall/hewpac.htm 

Shoplet 

www.shoplct.coni 



♦Ask at the campus tech center whether 
college students can get special software 
pricing from local or online stores. 



The Top Five Plug-ins 

Don't forget to plug them into your Mac and Windows 
systems! 

Q Shockwave Player & Flash Player — Macromedia, Inc, 
www.macromedia.com/shockwave 
www.macromedia.com/software/flash/ 

These players allow you to play and view Shockwave and 
Flash interactive multimedia on the web. Download 
Shockwave first because Flash is automatically included 
with any download of the Shockwave Player. 

[Q QuickTime — Apple Computer, Inc, 
www.apple.com/quicktime 

QuickTime is Apple's technology for handling video and 
streaming video (see Rea! Player), sound, animation, 
graphics, text, music, and even 360-degree virtual reality 
(VR) scenes. QuickTime, like Shockwave, is used on many 
web sites to display videos and animations. 

Real Player — RealNetworks, Inc. 
www.real.com 

RealPlayer plays certain types of video and audio files, as 
well as animations and multimedia presentations. 
RealPlayer's streaming file format, like QuickTime, allows 
you to listen to sound files or see video files over the Net 
(such as live radio broadcasts or TV Webcasts) without 
having to wait for the whole file to download. 



ERIC 
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Q Acrobat Reader — Adobe Systems, Inc. 
www.adobe.com 

Acrobat Reader lets view, search, and print Portable Document Format (.pdf) files. Documents are 
often converted into the .pdf format to save disk space or to make printing easier. Many government 
documents are in .pdf format. So are course materials, syllabi, instructions, and bibliographies of 
sources. 

Q Windows Media Player — Microsoft Corporation 

www.microsoft.com/windows/windowsmedia/download/default.asp 

At the media section of the Microsoft site, you can download a variety of media technologies for Windows 
and Macintosh systems. Check the site for updates so you’ll be current with your video and audio needs. 



Other Useful Add-ons 



Zip Files 

Zip files are ‘archived’ files that are ‘zipped up' (compressed) to save space and make downloading 
software and transferring e-mail attachments faster. If you download files or software from the 
Internet, many times the files will be .zip files. You’ll need to “unzip" them in order to install the 
software or read the content. The most popular programs for decompressing these files are: WinZip 
(www.winzip.com/) or Stuffit (www.aladdinsystems.com/) for Windows and Stuff It Expander 
(www.aladdinsystems.com/) for the Mac. You can find less expensive and even free versions, of 
comparable software at sites such as www.tucows.com. Check under “Compression Utilities.” 



Readers, Viewers, and Players 

Sometimes you’ll want to open content formatted in a program that’s not on your computer. If all you 
need to do is to read or print the content, a reader, viewer or player is the solution. You won’t be able to 
change the content, however. Word, Excel, and PowerPoint all have free viewers. To find MS 
viewers, go to Office Downloads (www.microsoft.com/office/downloads/default.asp), select the 
product, and then the viewer. There are also readers or players for other software programs such as 
HyperStudio (www.hyperstudio.com/downloads). Therefore, when you can’t open a program, check 
the appropriate software site to see if a reader, viewer, or player is available. 



Java 



Java is a type of Web-programming that allows you to experience interactive multimedia through your 
browser. Most browsers, such as Internet Explorer and Netscape, are already Java-enabled, so 
nothing extra is needed. It’s a good idea, however, to be aware of what Java is so that when you come 
across a site that says “Your browser must support Java to view this page” you’ll be able to surf with 
confidence knowing that your browser has this program. 



Even More Plug-in Resources 

Plug-in Gallery and Demo Links 

www2.gol.com/users/oyamada/ 

CNet Download 

http://download.com.com/ 

Plug-in Refresher and a Plug-In Guide 

www.plugins.com 





What Should I Knouf about Email} 

It's not surprising that 1007c of the students we surveyed said they used email on a daily basis. You can 
e.xpect that it will be your primary form of written communication with faculty, other students, family, 
and old friends. But with this instant form of communication come some cautions about email and how 
to keep time consuming spam (junk mail) out of your mail box. 

Take into consideration these rules-of-clicking for coping with email and spam 

Email — Rules of the Click 



Q Pick one or two times a day to routinely check your email and respond in an unhurried fashion. 
Only those who are having a romance via email or closing a big business deal should be seen 
hovering around the machine constantly trying to retrieve messages. 



Don't open mail from strangers — delete it immediately. 



Q Be clear and brief — everybody is overwhelmed these days with email and will appreciate it if you 
get to the point right away. 



m Count to ten before you send! You can’t get your angry words or mistake-filled message back once 
you've hit the send button. 



Q Be careful about replying. Make sure you want everyone on the “Reply All” list to read your words. 

Q If you're sending or forwarding copies of email to many recipients, it’s better to “bcc” (blind 
copy) the message so that the recipients’ e-mail addresses remain anonymous. 



Q There's nothing more frustrating about e-mail than attachments that don’t open. Call or email 
ahead to see if your recipients think they'll be able to open your files If you have any doubts, 
especially for shorter messages, cut and paste the text into the main body of the message. Pictures 
sent in JPEG format are generally the easiest to open. 



^2 Don’t write in caps — it means that you’re shouting! 



£2 Lots of people use little icons and acronyms in their email. These can be fun, but don’t over do it. 
and make sure the person on the other end knows what you mean. (You can always put an expla- 
nation in parentheses next to the symbol the first time around.) For an explanation of those 
symbols, check out a site like www.leamthenet.com/english/html/25smile.htm 



Q Never write a message you’ll regret having sent. 



O 
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Avoiding Spam 



OT Can you recite the alphabet backwards? Neither can a spam attack. Consider starting you email 
address with a letter from the end of the alphabet. If you do. you may get less spam. This is 
because your network or Internet Service Provider generally shuts down spam attacks before they 
get too far along in an alphabetical listing of emails. 



Watch where you leave your calling card. Post your email address in public sparingly. If you like 
to chat, leave messages on bulletin boards, or need to highlight your address on your Web site, you 
might think about having one address for that purpose and another for "real” mail. 



Share carefully. Make sure you know what registering on a Web site really entails. With whom 
will they be sharing your email address? Read the fine print of their privacy policy. 



Buyer beware! No matter how enticing the offer — instant weight loss, freedom from bill collec- 
tors. free money — don't get caught. Even if the deal isn't a scam — which 98% of them are — 
remember that responding means more spam in your mailbox. 



Unsubscribing isn’t the answer. Have you ever tried to unsubscribe or take your name off a 
mailing list? It’s a nightmare of endless links to sites that are supposed to help you get your name 
removed, but may instead just add your name to more lists. Just think, now you've confirmed that 
someone actually reads the email at your address. 



Your email software probably gives you some options to filter out unwanted messages, but don’t 
allow suspicious messages to drop straight into the trash without a quick look-see at the sender and 
subject. You may miss some messages you want. 



“Because I often need to send files to 
people who are generally clueless about 
computers. I’ve learned to create self- 
extracting files. When the people get your 
email, the files magically open. Voila! You’ve 
got to read the compression program 
instructions if you want to do this, but it 
works and saves you from lots of explaining 
and complaining.” 
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The “I CAN’T Open It!” Syndrome 

Compression & Conversion 101; Necessities of College Life 

These days, sending and receiving files by email is just part of an average day at college. 
That said, it’s essential for both your academic and social life to understand how to send 
files your correspondent can read and open files sent to you. To those ends, here are a 
few rules of thumb and software suggestions: 

► Send all photos and images in jpeg/jpg format. If your original files aren’t in jpeg/ 
jpg, you’ll need to convert them. 

► Compress large files. Some email programs do this automatically, but you’ll need to 
check the options in your program. 

► Never send files that are larger than 500k. Make sure that even when compressed 

they’re no larger. Can you imagine your professor’s reaction when it takes two 
hours to open your attachment? 

► Use the trailer <.doc> at the end of text documents sent to PC users, (example, 
paper.doc). Mac users can open files that end in .doc, and they can also open files 
sent without the trailer, (examples, either paper.doc or paper). 

► Check your email program to learn about options for sending attachments. In 
programs such as Microsoft’s Outlook, when you attach a file you can click on 
“attachments” and then select options for sending and encoding. 

► Use a compression program and an image converter to bring you up-to-date with 
your email. You’ll also find that both have lots of uses beyond email. 

Software 

At sites such as CNet’s Download.com (www.download.com), you’ll find a variety of 

programs to download. Some favorites are: 

Compression Software (for creating, downloading, and opening attached files): 

WinZip (www.winzip.com) creates files that end in .zip for PC (example, Roverzip). You 
can download a free evaluation copy. ($29) 

Stufnt (www.stuffit.com) creates files that end in .sit for Mac or PC (example, Rover.sit). 
You can download a free evaluation copy. ($49-79) 

Conversion Programs (for changing file format of graphics files) 

Photoshop Elements (www.adobe.com/digitalimag/main.html), for Mac of PC. You can 
download a free evaluation copy. ($99) This software sometimes comes bundled with 
scanners or other digital equipment. Rebate offers ior Photoshop Elements may come 
with other digital-type software. 

GraphicConverter (www.lemkesoft.de/us_index.html), for Mac. You can download a free 

evaluation copy. ($ 30 ) This is a nifty little program that can read and convert over 150 
different types of files. It can sometimes even open corrupted files. 

, ACDSee (www.acdsystems.com), for PC. You can download a bee evaluation copy. ($50) 
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U/futt should I (aiouf hmxf to do on 
computer BEFORE m^ courses be^> 

Put a check mark before each that applies to you. 

Q I can find the manuals for my computer, printer, and software. 

(Think about putting everything into a brightly colored folder or box that will be easy to find in times of 
stress. Make sure to add information you get about connecting to the college network. Sometimes this 
may be just a guide sheet. You'll need these manuals/guide sheets if no one is around to come to your 
rescue and you can’t connect to the Internet or college network to get help.) 

Q I know how to connect the cables that go with my computer, printer, and other devices. 

(If you don't, check your manuals. There's usually an easy-to-follow diagram showing all the correct 
connections. Now. do you have the manuals? Put tags on cords so you kn^ow which is which at a stance.) 

Cli I understand how to do basic troubleshooting on my computer and printer. 

(See the fold out on the inside back cover of this book for some basic troubleshooting tips.) 

O If I need help with troubleshooting, I know where to get it. 

(Check out “Where Can I Get Help” on pages 33-37) 

O I have good keyboarding skills. 

(If not. you’re in big trouble. Purchase a keyboarding practice program now and get to work.) 

d I know how to use the word processor I’ll be using in my courses. 

(If this is NOT the word processor you used in high school, put it to work before you get to college so 
that when you start classes you can concentrate on assignments without having to learn new software. 
Tutorials for MS Word are available on the Microsoft 
site, www.microsoft.com/insider/leaming/lessons.asp, 
and at www.microsoft.com/education/?ID=Tutorials. Fo 
Apple Works tutorials and tips, go to www.apple.com/ 
appleworks/.) 

d I know how to edit using my word processor. 

(Editing includes checking spelling, grammar, quotes, 
and sources; changing, moving, adding to. and deleting 
text; rereading and revising; and doing a final check. 

North Carolina State’s Word Processing Tutorial may be 
helpful. You can find it at; http://www.chass.ncsu.edu/ 

English/computer_tutorial/G_WordPr.htm.) 



BEST COPY AVAILABLE 
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I can read and create a spreadsheet and a database. 

(For practice, take Microsoft's free lessons at www.microsoft.com/insider/leaming/lessons.asp and 
at www.microsoft.com/education/?ID=Tutorials. AppleWorks tutorials and tips are available at; 
www.apple.com/appleworks/. 

I know how to create a PowerPoint presentation. 

(An absolute must! Microsoft has tutorials for this also. See the MS links above.) 

1 understand how to make connections through the Ethernet port on my computer. 

(This may be just a matter of connecting an Ethernet cable from the Ethernet port on your 
computer to the Ethernet port on the wall. If you can’t find your computer's Ethernet port, you’ll 
need to check the diagram of your computer in your manual. However, if your computer hasn’t 
been set up to connect to the campus network, you’ll need to follow the directions given to you bv 
your college for connecting to the network. If you need help completing the information for 
connecting — server names, configurations, and all that — call your campus tech support center. The 
people there will lead you through the process.) 

I know how to search the Internet efficiently. 

(See Purdue University's Searching the World Wide Web at http://owl.english.purdue.edu/intemet/ 
search/index. htm. The University of California at Berkeley also provides guidelines at: 
www.lib.berkeley.edu/TeachingLib/Guides/Intemet/FindInfo.html. 

I understand how to download text and graphics from the web. 

(For help, visit the University of Southern Mississippi's Teaching and Learning on the Internet at: 
http://dragon.ep.usm.edu/~int/capstone/tonette/download.html.) 

I know how to cite web-based sources. 

(Get a copy of the APA. MLA. or other style guide used by your college or department and follow 
the examples in the guide. The University of Wisconsin-Madison Memorial Library provides links 
to a wide variety of Internet citation guideline sites at: www.Iibrary.wisc.edu/libraries/Memorial/ 
citing.htm.) 

I know how to send email with attachments, and I understand how to reduce the size of 
large files for mailing. 

(You may love the presentation you just made on the computer, but your professors won’t if they 
can’t access and read it. Check Everything E-Mail at: http://everythingemail.net/ 
emaiLhelp_tips.html.) See page 27 for more help. 

Tm familiar with the use of storage devices such as zip and jaz drives, read-write CD- 
ROMs, and additional hard drives. 

(Save assignments and projects on both your computer and in additional storage areas. If the 
computer crashes when your research paper is almost finished, the good news is that youMl have 
another copy of your paper. That is. . . if you saved it on another storage device! 

I’m familiar with programs needed for my college department. 

If you’ll be using PhotoShop, PageMaker, Mathematica, or another program that takes time to 
learn, be sure to get the learning curve under control before you head to campus. 



I have created a personal web site. 

This is not an absolute, but students we surveyed told us that sometimes they were required to put projects up 
on a personal web site. It you time before heading to college, it would be a sood idea to experiment with 
creating a simple web page. Programs such as DreamWeaver (from Macromedia) and Front Page (from 
Microsoft) will help you design excellent web pages. Word processing programs such as Word (Microsoft) 
and AppleWorks (Apple) allow you to save in HTML or web format. You can then check out what your 
pages look like in your browser — Netscape or Explorer. 
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“Students who are not proficient 
with email. Excel, Word, etc. really 
have to struggle to stay in 
communication with their 
professors and classmates ” 



‘Take advantage of the opportunities 
[in high school] to learn programs like 
Photoshop and PageMaker.” 




“If you don’t use a computer very 
much right now or don’t have to. 
you’d better get acc^uainted 
because computers are used ali 
the time for college work.” 



Uni(fersal Truths 

You haven H finished editing when you ’ve run your 
spelling checker. 

Grammar checkers aren ’t always grammatically correct. 

When searching the Internet, the fewer hits the better — 
unless it’s zero. 

Good online researchers use their computers, not paper. 
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Where can I find help u/hen I'm haUinq 
trouble uJith my computer} 

Don't panic. There's help available on campus, online, and on the telephone. You may even be able to 
fix the problem yourself. Let's take a look at a few help sources: 



Yourself 

if you can 't get on the campus nenvork. get email, or go on the Internet . . . check with others in your 
dorm to see if they're having the same problems or contact the campus tech center to determine if the 
problem is beyond your computer. Don't .start fooling around with the settings on you computer or call 
for help until you make sure that the trouble is on your end. 

If your computer doesn 't start up or function as it should . . . first try restarting. No luck? Check all of 
the computer’s connections. Gently but firmly push them in or take them out and reinsert carefully. 
Then try your computer again. If you have multiple peripherals (scanner, disk drive, additional hard 
drive, digital camera, etc.) connected directly to your computer or through small hubs, start your 
computer without the peripherals. If all goes well, add one peripheral at a time (restarting on each try) 
to see if one of these add-ons is the culprit. Sometimes the problem may be ’‘where"a peripheral is 
connected to your computer. Try a different port before you give up. 

If your computer starts up so that you can see the desktop . . . check for a help area on the computer. 
Most computer companies provide their own “manual” on their computers. You may also have a 
utilities program installed on your computer by the manufacturer or a software program such as 
Norton System Works that you could put to use. 

If when you purchased your computer, you received a CD to use when problems arise . . . now’s the 
time to try it. Follow the directions for use of the CD; the programs on it may solve your problem or at 
least give you information that will help others solve it. A WARNING: Make sure to read the instruc- 
tions very carefully because some repairs may delete or corrupt your personal files. When in doubt, it’s 
best to stop using the CD and seek help! 



^ ^ 

Have you filled in the informa- 
tion about specs on the back 
cover fold-out of this book? If 
not, do it now! The time will 
come when you’ll need it. 
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Web Sites and Hot Lines 



Campus Computer Centers. Campus computer centers often offer help through websites, email, and 
hotlines. Post help-source phone numbers and email and web addresses near your computer so that 
you'll have them when you need them. 

Major Computer & Software Manufacturers. Companies such as Dell. Apple. Compaq. IBM. and 
Microsoft feature areas on their websites devoted to helping you figure out problems on your own. You 
may find your answers in a list of FAQs or Frequently Asked Questions. For example. Microsoft 
Support Knowledge Base (http://support.microsoft.com/) includes a gigantic collection of how-to 
anicles. and Apple Tech E.xciumge (http://support.info.apple.com/te/troubleshooting) is great for 
troubleshooting common Mac problems. 

Manufacturers of computers and software often have telephone suppon hotlines. Some of these may be free, 
especially during a cenain period after your purchase. However, if the period of warranty is over, you may 
have to pay a fee for use of telephone suppon hotlines. In any event, don't expect to be put right through to get 
answers; there's often a significant wait while company representatives solve problems of other customers. 
Never call a support hotline without having your system specs and information on error messages/problem 
descriptions ready. Furthermore, if your computer is under warranty, you may need serial numbers or other 
codes that allow you to receive help free of charge. The hotline numbers were probably among the information 
you received when you purchased your computer. Remember to keep them where you can locate them when 
needed. You'll also find them on the manufacturer's site — if you can get online. 

Other Useful Sites. Sites such as those listed below often give you the latest on common problems 
shared by fellow hardware or software users. Remember to bookmark or write down the places where 
you find the information that’s most useful to you. 

CNet — www.help.com Bohemian Technology — www.bohtech.com/main.html 

Computer Hope — www.computerhope.com Tweaktown— http://tweaktown.com 

Everything Computers— Computer Tips— www.ctips.com 



If you aren t in a hurry and can get online, try looking for some of the chat groups or discussion groups 
called Listservs (automatic mailing list servers). These include people who are either discussing " 
technology topics ‘live’ (chat groups) or “not live’’ (referred to as asynchronous). You can post a 
question about your problem and either get an immediate response or check back in a day or two and 
possibly get several responses. These sources can be extremely helpful, and some of the people are 
willing to spend considerable time helping you. 



www.everythingcomputers.com 



MacTech Magazine — www.mactech.com 



Listservs and Chat Groups 



ZDNet Community — www.zdnet.com/community 
CNet Message Boards — http://forums.cnet.com 
TweakTown Forums — http://forums.tweaktown.com/ 
Google Groups — http://groups.googIe.com/ 



O 
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Reference Books 



While reference books can be wonderful sources of information, if they aren't up-to-date, they won't 
do you much good. Any reference book you purchase should make it easy for you to find your particu- 
lar computer or computer component, along with ways to solve problems that may affect your system. 

Here's a list of books we've found useful. All were available when we checked at Amazon 
(www.amazon.com). However, because you'll want the latest edition of a book that fits your computer, 
always be on the lookout for new editions and other books that meet your needs. 



The Little Mac Book (7th Edition) 

by Robin Williams 
Peachpit Press. 0 2001 
ISBN: 0201745801. $13.99 

The Little Mac OS X Book 

By Robin Williams 
Peachpit Press. © 2001 
ISBN 0201748665. 520.99 



Pocket PC 

by Thomas J. Glover and Millie .\I. Young 
Sequoia Pub. 0 200! 

ISBN: 1885071302.510.47 

Troubleshooting Your PC (2nd Edition) 

by M. David Stone. Alfred Poor 
Microsoft Press. © 2002 
ISBN: 0735614903. 513.99 



Windows XP Home Simply Visual 

by Faithe Wempen 

Syben. ©2001 

ISBN: 0782 12982X. 517.49 

Windows XP in a Netshell 

by David Karp. Tim O’Reilly. Troy Mott 
O’Reilly & Associates. © 2002 
ISBN: {3596002491, 520.97 



Some of the best technical publications come from a company called O'Reilly & Associates 
(www.oreilly.com/). O’Reilly's books are for beginners as well as techies. And don’t forget to check 
the magazine rack in your college library or bookstore for up-to-date information on your computer 
and software. You may just come across the perfect article that will help you solve your problems. 




Make Your Own Manual 

Keep having the same problems? Buy yourself a little notebook to 
keep by your computer, or use sticky notes, and write down the 
solution. It’s embarrassing to call tech support repeatedly, only to 
be told the same simple solution. 



Friends, Parents, and Others 

Sometimes, people you know can help solve your computer problems. However, you need to be especially 
careful when letting others change things in your computer. If you're sure that a person knows what he or 
she is doing, then ask for help. Be forewarned, however — so-called computer gurus living just down the 
hall in a dorm have been known to completely mess up their friend's computers. Be very specific about 
what you need help with, and don’t let anyone make random changes to your computer. 

Campus Computer Center, Computer Store, or Manufacturer 

Sometimes, no matter what you try, your computer just won’t work. It’s time to call for serv'ice. Often 
you’ll be asked to take the computer to the store or computer center so that a technician can work on it. 
Don’t expect to get it right back. Sometimes a manufacturer will arrange for you to ship the computer 
to a service center where it can be repaired. While it's never pleasant to be without your computer, 
most college campuses have computer labs where you can do work while your computer is being 
fixed. You might also be able to get a “loaner” computer from the college or your academic depart- 
ment. Let’s just hope you’ve backed up your work so that you can access it on another computer! 



Keep Your Computer Specifications Handy 

Make a list of your computer's specifications BEFORE you need them when asking for help. Note the 
name of the computer, exact operating system ( Mac OS X. 'Windows 2000. etc.), amount of RAM. hard 
disk storage, video specifications, etc. One way to do this is to find your original bill of sale for the 
computer. You will usually NOT find spec information in the computer manual that came with your 
computer. Here's how to find the specifications on your computer: 

MACINTOSH For the Macintosh, all you need to know is the model name and number, the size 
of the monitor, and the amount of RAM. Go to the top left icon, scroll down to About this Computer. 
click and hold, and you'll see the number listed. To get information about the peripherals attached to 
your computer {Mac OS 8 and 9). go to the top left icon, scroll down to Apple System Profiler, click 
and hold, and find information about any device and where it's connected. To see the Apple System 
Profiler on OS X. follow this path: Macintosh HD > Applications > Utilities > Apple System Profiler. 

WINDOWS With a Windows system, right-click on My Computer and go down to Properties. 

This window will tell you the version of the operating system and the amount of RAM installed. Click 
on Device Manager and you'll see a list of all the pans — by category heading — that are installed on 
your computer. Clicking on the '+ sign will cause each heading to expand, showing what devices are 
installed under that heading. You can then right-click on a device to view its properties. The informa- 
tion contained there includes the driver (under the driver tab), the IRQ for that device, and the DMA 
(under the resources tab). These are just a few of the important details about a computer. This list is 
valuable because it shows what Windows recognizes as installed. 

WINDOWS XP For Windows XP. go to the system tool called System Infonnation. It.can found 
by clicking Start > All Programs > Accessories > System Tools > System Information. This has 
detailed information, from hardware through software and components. 






Windows Updates 

Microsoft Windows users should visit Windows Update 
(http;//windowsupdate.microsoft.com/) on a regular 
basis to make sure their operating system is up-to-date. 
Such visits may help avoid problems later. 



Write down error messages 

You aren't going to be arrested for an “Illegal Instruction." When 
you get a dreaded error message, write down the message exactly 
as it appears on the screen. It may be gibberish to you. but to a 
technical support person it may point exactly to the problem and a 
quick solution. 




Macintosh OS X Up- 
date 

OS X will automatically 
update your system every 
time you connect to the 
Net. Although this can be 
a little disconcerting at 
first, once you get used to 
it, you’ll be glad that 
Apple has provided such 
an easy way to take 
advantage of what’s new. 
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Making a Phone Call to Technical Support 

Helpful Hints 

U Don't lose your cool — The people on the other end of the phone are aware that you’re probably at 
the end of your rope, so be calm and let them help you solve the problem. 

Q Have all technical information ready before you call — Tech people have no idea what’s sitting on 
your desk until you tell them. So be prepared. (See the section. Keep Your Computer Specifica- 
tions Handy.) 

jjjj Relax and let the tech people control the conversation — Let them ask the questions in the way that 
they wish to pose them: but don't be afraid to say that you don't understand or to ask them to 
clarify their questions. Your responses allow the tech person to adjust the level of support to your 
specific needs. 

Q Walk through the setup/problem — Have the software program and documentation ready before 
you call. Have the computer on and at the place in the program just before you begin to experience 
the glitches. The tech person may ask you to describe what you see on the screen, and it speeds 
things along if you're already at that point. 

Q Write down the name and phone number of the person with whom you're speaking so you can call 
them back if necessary. 

Q Thank the person who helped you — Getting the person's name and sending an e-mail of apprecia- 
tion could really make someone’s day. 



Universal Truths %/ 

^ 

Think ‘garbage in, garbage out, virus in, 
computer out’ when you ’re downloading 
all those MP3 and other files you don ’t 
really need. 

Be careful not to ask too many favors of 
computer professionals. First, because 
they love technology, they may take all day 
explaining what you’ll never understand 
and really don’t want to know anyway. 

Second, think of how much they’d charge 
per minute for their services if you weren ’t 
their friend or relative. 

When following instructions for computer- 
related problems and the text says, ‘Press 
any key,’ keep in mind that there is no 
‘any key’ on your computer. 




Is there Spyware on Your Computer? 

Sometimes when you download free- 
ware supported by advertising, a spy- 
ware program may be placed on your 
computer. Spyware tracks what you do 
on the computer and sends the informa- 
tion to the company that sponsored the 
freeware. Several different types of spy 
ware can cause significant problems 
with slowing down computer systems. 
If you like to download commercial free- 
ware, consider adding free anti-spyware 
software like AD-Aware (frx)m Lavasoft) 
(www.lsfileserv.com) to your computer. 
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What shouM I do if mif computer or printer is 
not Working and an assignment is due? 



This is a real bummer, and it usually happens just when you don't need another problem. It's happened 
to all of us. so expect it. Our best advice can be summed up in two words: BACK UP. Always back-up 
your files onto another disk or storage device. Other crucial advice is: SAVE and then SAVE again. 
Saving regularly is a hard habit to get into, but there aren’t many options if you don’t save. Here are 
some ideas for where, when, and how to save and deal with catastrophes: 



Save frequently on your hard drive.' Before typing a single word of your assignment, name the 
document and save it. Don’t wait until you’ve finished working to save. Some software, such as 
Microsoft Word has timed backups that automatically save at intervals you designate in the 
options area. Check what’s specified and make it more frequent if you can’t get yourself to “save” 
frequently. Saving will help greatly if your system crashes and you have to restart. At the very 
least, you’ll be able to retrieve the last saved version of your work. Saving onto your hard drive, 
however, won’t help if your computer isn’t working. 

Save beyond your hard drive.- You should also save your work on some sort of back up — floppy disks. 
CDs. additional hard drives, zip or jaz disks, pen drives, etc. You might also have access to areas on the 
college network where work and assignments can be saved. If your computer is down, you can use your 
back-up to get to the content you want. 

Q Keep supplies in stock.- Always have additional printer cartridges (especially black ones), paper, 
and (if appropriate) blanks disks or CDs on hand. Make a pact with your roommate or someone 
else who uses the same ink cartridges to be ready to share supplies when either of you needs a 
back-up cartridge. 



E-mail your assignment: Ask professors if it’s okay to email assignments to them BEFORE 
they’re due. This can help avert disaster if you have last-minute printer problems. It will also save 
you trips across campus to hand in assignments and allow you a bit more time for final polishing. 
When e-mailing assignments, always request verification that they were received. 

Check with your professors.- Check with professors ahead of time about what to do in case of an 
emergency. They’ve no doubt had computer disasters of their own and will understand your 
concerns. They may offer suggestions to keep problems from happening. Find out what steps you 
need to take if a computer foul-up happens. 



gj Be responsible.- This is when taking your responsibilities as a student seriously should pay off. 
Being conscientious, striving to do your best, handing in assignments on time, taking part in class 
discussion, and so on — these all demonstrate your sincerity as a student. If you sho-w responsibil- 
ity. then when a disaster does occur, professors are much more likely to understand. 



“If you can’t remember to SAVE 
regularly while working on your as- 
signment, buy a timer and use it.’ 




Be prepared to suffer some conseciuences if you 
upgrade a piece of software or add something to 
your system. Make sure your assignments are 
completed before you add new hardware or software 
or experiment with a download from the web. Never 
change any setting or load any software during 
midterms or finals. And — remember those virus 
demone. They’ll most likely come from a borrowed 
diskette or an email attachment from a ‘friend.’” 



What if a catastrophe happens and you’re not prepared? 



If you're on a campus network and your printer isn't working or has run out of ink. select a nearby 
pnnter on the network and print to it. If you aren't able to use a printer on the network, email your 
work to a friend on campus who can print it for you. As a last resort, you could email the work to 
your parents (if they have a computer, printer, and fax machine), have them print it. and fax it to 
you at the college. 

If your computer isn’t working and you've saved your work on the campus network, on floppies, 
or on other storage media, go to a campus computer lab and work on your assignment there. 

Is there a coffee shop or Internet Cafe' in the area with email access for customers? What about a 
copy shop. If so. you might be able to work there or email your paper there and print it out. 



Worse Case Scenario- 



-Your computer isn't working, and you didn’t take time to back-up your 
work. Think about these possibilities: 



Perhaps you've printed a rough copy of the assignment and can scan it into another computer? 
Check your desk or the trash for the rough copy, find a campus lab that has a scanner for text, scan 
your rough copy into the computer connected to the scanner, update your copy, and print to a 
campus lab or other printer. You could, of course, make use of a friend’s scanner, and send the 
scanned copy to the nearest campus lab to continue your work. Using this method, it may take lots 
of work to get the assignment back to the way you want it. but you may be able to get it ready to 
hand in. Keep in mind that scanned copy doesn't always turn out perfectly. 

If you have a rough copy and no access to a scanner, typing it over on another computer is about 
the only option. 

If you don t have a rough copy and there is no way to retrieve the lost file, e-mail your professor 
(if the professor has given out an e-mail address) and explain the situation. The professor will 
explain your options. The next day. as soon as the computer center or computer store opens, take 
your computer there to see if the files can be retrieved from the hard drive. 

Whether or not you e-mailed your professor, go see him or her during office hours or stay after 
class to discuss the problem. 



UniOersal Truths ^ 



If you don^t backup your worky you Ve sure to have 
a disaster at some point It will no doubt be the 
night before an important assignment is due. 

If you wait until the last minute to do your assign- 
menty your computer system may become as 
frustrated as you are. 

When you yawtiy stretchy get up for a drink or use 
the bathroom, answer the phoney hear a loud noise 
outside your room, or greet your roommate when 
he or she comes in — these are all moments when 
you should SAVE your work on the computer. 



“The course syllabus will 
spell out the penalties for 
late submissions, if the 
syllabus is not clear, then 
the professor has a prob- 
lem. Online courses are 
^reat for clarity. The sylla- 
bus is posted. The policies 
for the course are posted. 
The exact time and date 
for all work is marked on 
each message.’’ 
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The Authors . . . . 



With iPod, PDA, folding keyboard, mini-cam, and pen-sized hard drives 
tucked discretely in their Baggallinis, totally wired Diane Kendall (Editor of 
Children’s Software Press, Mom to a college freshman, and business partner to 
techno-talented layout wizard and fact-filled reference book editor Charles 
Roebuck), paired with sidekick Dr. Merle Marsh, ed-tech author and legendary 
administrator from Worcester Prep, regularly muddle into the milieu of essen- 
tial minutiae as they translate tech-topics into readily digestible bites/bytes. 

This time they’ve taken on the topic of “taking technology to college.” 
Previously, they gave book reports a digital do, scripted digital cameras into 
homes and schools, and even slayed misinformation on the Web. Who knows 
what they’ll take on next! To find out, visit www.childsoftpress.com or peruse 
their regular columns on Cablevision’s web site at www.powertoleam.com. 



Troubleshooting 101 



Check the Power & Cables — Seems so obvious, but it’s easy to forget. Plug a lamp with 
a working light bulb into the wall socket to test the power. Press all cables firmly in place 
and double check that there are no loose or unconnected cables. If you find an unconnected 
cable, check your manual to see how it should be connected. 

Tlirn off the Computer and Restart — Want to save a lot of time? When your computer is 
behaving strangely, shut it down and restart. This is especially important if you get an error 
message, because continuing to work may compound whatever problem has developed. Shut 
down completely, count slowly to ten, and then turn the computer on again. To do this, you 
may have to unplug it from the power source if the operating system has “frozen.” 

Keep Your Mitts (and Disks) Clean — Greasy fingerprints, smudges, or scratches can 
damage CDs and DVDs. Clean a CD or DVD by washing it in warm water and mild 
detergent, and then drying the surface gently with a clean cloth towel. Returning disks to 
their cases may save you headaches later. 

Printer Problems — Check for troubleshooting tips in the printer manual first, especially 
for a paper jam and to determine if the paper is loaded properly. Make sure ink cartridges 
aren't empty, the tape covering ink outlets has been removed, and cartridges are seated 
correctly. Also be sure to check that all cables are connected firmly. Print a test page (as 
described in the manual), and finally, try restarting. 

Network Problems — If you’re having a problem with the college network, check to see if 
anyone else is having the same problem. Be prepared for the network to go down, espe- 
cially late on a Saturday night when system administrators think no one is working. Keep 
the phone number for the tech center handy if the problem persists. 

Software — Is It Working? — If you’re having problems with a program, try running a 
similar type program if you have one. Shut down all other running programs and see if the 
problem still occurs; it may be that one program is causing a conflict with another one. 
Solving some problems may require getting a software upgrade or a “bug fix” from the 
vendor's website. 

Check For a Virus — Computer viruses can get onto your system from infected email, 
email attachments, word processing files, or other infected files downloaded onto your 
system. The best and simplest way to check for and avoid catching a virus is to use 
whatever anti-virus software is mandated or recommended by your college and keep your 
anti-virus program updated-once a day is best. 

Retrace Your Steps — If you install new software or a new device and start having problems, 
try uninstalling the software and then reinstalling it. You might also try disconnecting or 
removing the device to see if the computer returns to normal. If it does, then you know the 
culprit and can check the troubleshooting guide or call the appropriate vendor for technical 
support. 

Reading, Writing, and Problem-Solving— The Troubleshooting sections in printed 
manuals can be very helpful. It’s also important to look at the “readme.txt” files that appear 
when you first install new programs onto your computer. These files contain late-breaking 
news and possible solutions to problems. Most manufacturers supply “onscreen” and 
“online ’ help that can be accessed electronically and internally by the computer. The 
onscreen help is usually accessible via an icon or button located in the top menu bar of the 
program. For online help, you’ll need to go to the vendor’s website, providing you can 
access the Internet. 

For more help see pages 33-37 of this book. 



◄ 



Necessary Names & Numbers 

Fill this in, remove the page, and tape it to your computer or desk! Yeah, it’s a pain, but you’ll be 
SO glad when something goes wrong. (Make a copy and leave it at home, just in case) 



Computer Specs (Don’t know? Look at your sales receipt, or see page 36) 

Brand Name and Model Operating System^ 

Speed Amount of RAM Hard Disk Storage Size 



Video Memory , 






erJc 



Printer Specs 

Name and Model_ 



. Printer cartridges/toner name/# 



Specs for Other Devices (Keyboard, external drives, etc) 



Serial Numbers 



Computer 


Monitor 




Printer 


Other Devices (keyboard, external drives, etc) 










Software Serial # 




Software 


Serial # 


Software Serial # 




Software 


Serial # 


Telephone Help NumbersAVeb addresses 

Camous Tech Center: ohone 


web 


email 


Campus Computer Store: phone 






email 


Computer Companv: phone 




web 


email 


Printer Companv: phone 




web 


email 


Insurance Companv: phone 




web 


email 


Places to order computer supplies (e.g. Office supply 

ohone 


store, mail-order catalog) 
web 




phone 




web 



Other Important URLs 



4 
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G)MPUTHR/MOMITOK/KEYBaAKp/t-OU5E 
HeApphohes CopttonAl, but HXGHLY recommenpep^ 

TVimter 

Ethernet cArp Cto hook up to school network^ 

✓ Backup prive CZip, CP-RW, External harp prxye. Fen Prive, etc.^ 
t / Surge protector 

Cables Clabelep^ for All pevices 

✓ Manuals Cin a fglper or container so they Are All together Anp easy to fxnp^ 
Original Operating System Pisk (keep with the manuals^ 

Virus Frotection Software (check with your college^ 

Software CPs (even if AlreApy loApep on computer^ 

✓ Technology specific to your AcApemic pepartment Ce.g. CAP software, 
SPREAPSHEET software, FhOToShoP, PIGITAL camera, scanner^ 

✓ Zip pisks, CP-RWs, a.oPPY pisks, or other back-up mepiA 
Ftinter paper 

✓ EYtrA ink cArtripges/toner for printer 
Security cable for laptop 

Serial m»ibers Anp warranty infor»v<tion for All pevices 
Serial numbers for all software 
Tech support phone numbers/URLs 

✓ Small notebook Cto tuck away in a VERY SAFE ?LACE^ for ; 

PASSWORPS for ON.INE ACCOUNTS 

back-up list of email Appresses for family, frienps, Anp other contacts, 
troubleshooting reminpers 
miscellaneous INFORTViTION 

Soft cloth for cleaning monitor Anp CPs 
Mouse pap/wrist pap Cif neepep/wAntep^ 

FLAshli&ht (optional, but Great for checking/ changing cables on the back of 

YOUR COMPUTER^ 

i/ Scanner (optional^ 
i/ Speakers (optional^ 

✓ Small pesk lamp (to repuce monitor glare, optional^ 

✓ CP burner/MF3 player/other pevices (optional^ 
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